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Policy on Meal Expenses

(Revised in 2024)

To vigorously practice frugality and further standardize the
management and use of budget project funds, and to clarify the
situations where meal expenses can be reimbursed, the following
regulations are hereby stipulated.

1. Meal Types and Standards

1.1 Reception Meals

The cost of official reception meals shall be reimbursed under
the budgetary project of "Reception", and the scope, standards, and
procedures for the expense allocation of meals are implemented in
accordance with the official reception management system
established by the competent management department.

1.2 Working Meals

1.2.1 Working Meals in Events

If a meal for external participants in an event organized by a
functional department (college) is necessary and appropriate, the
meal arrangement should be specified in the event plan. The event
plan should be approved in writing in advance by the person(s) with
proper authority in accordance with the relevant budget and
reimbursement regulations and rules. The per-person cost for an
event working meal should not exceed that of regular Chinese fast
food. And the costs shall be reimbursed in the same budgetary project
of the event.

1.2.2 Working Meals for General Visitors

In a situation of a meal need to provide a working meal to a
visitor on campus for business, a department (college) may cover the
meal with its general operational budget: teaching units may use the
budget project of "Academic Operation", and non-teaching units may
use the budget project of "Administrative Overheads". Visitor
working meals are only provided to visitors, and accompanying
employees are not eligible for such meals. The meal standard is at the
regular Chinese fast-food price level of the university canteen.

1.2.3 Employee Overtime Working Meals

Generally, working meals are not arranged for employees
working overtime. In special cases where such meals are necessary,
the meal standard will be set at the regular Chinese fast-food price
level. The reimbursement for employee overtime working meals shall
be covered by the general operation budget of the departments
(colleges): teaching units may use the budget project of "Academic
Operation", and non-teaching units may use the budget project of
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"Administrative Overheads". A description of the overtime work in
question is required in the reimbursement claim.

1.3 Meals in Conferences or Training

In a budgeted non-internal conferences or training organized by
the university, where meals are necessary, they can be reimbursed
according to the relevant regulations on conference expense and
training expense in the corresponding budgetary projects.

1.4 Meals in Employee Activities

For the internal activities where a meal i1s necessary and
appropriate, such as employee professional development training,
cultural activities for foreign employees, party member study
activities, united front activities, etc., the meal expense may be
covered by the corresponding budgetary projects with the per-person
cost not exceeding RMB 40 yuan.

2. Form and Other Requirements

2.1 Reception meals may be arranged on or off campus.
Settlements and reimbursements of off-campus reception meals must
be made one at a time, with each reception claimed separately. On-
campus meals may be settled with the university canteen at
reasonable intervals compatible with the business pattern. The
department managing the reception budget should specify the
settlement interval in the reception regulations it is required to make.
The settlement details attached to the reimbursement claims should
include the description of the reception, the number of attending
guests and staff, the amount, and the evidence of approval for the
reception.

Event meals should generally be provided by the university
canteen. If it is necessary to dine out on such occasions as the event
being held off-campus, a description is required in the reimbursement
claim.

Visitor working meals and employee overtime working meals
should be offered in the form of regular Chinese fast food provided
by the university canteen. The Office of Finance should regularly
publicize the details of spending in visitor working meals and
employee overtime working meals of each department (college).

Meals for meetings and training should generally be arranged at
the event venue or in its vicinity.

3.Effect and Interpretation

This revised version shall come into effect from the date of
promulgation to replace its prior version. The Office of Finance is
responsible for the interpretation of these measures.
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